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By the end of this chapter, you will be able to:

» View reports used in personnel admi
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Employee List L

Ad Hoc Query
Available fields
=[] Infotype 0000: Actions

0  Employment status
=={i Infotype 0001: Org. assignment

& Infotype 0002: Personal data

&
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There are various Personnel Administration reports that can be
run from the AASIS HR module. Some reports can be
downloaded into Microsoft Word or Excel and used to generate
labels, envelopes, etc.

AASIS offers several Personnel Administration reporting
functions which include:

Infoset Query/ Ad Hoc Query

Flexible Employee Data

Employee List

Other Reports found in the Report Tree
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What is an Ad Hoc Query?

The HR Ad Hoc Query is a reporting tool that lets you
request reports on Human Resource data simply and
efficiently. To further simplify the reporting process,
AASIS enables you to transfer your report to Excel.
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Ad Hoc Query (continued)

Ad Hoc Query has two parts to it which are the
selection criteria and the output options.

The selection criteria depends on the restrictions
specified in the initial screen, which is reflected
above. Each report produces a list based on the data
selected.
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Ad Hoc Query (continued)

The output option allows you to determine the
employee master data that will be displayed in the
report.
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Report Tree

The report tree organizes the reports available in the
Personnel Administration infosystem in a structured
format.

There can be different report trees for different areas,

(personnel management, time management, etc.). The
nodes of each report tree can offer different reports.
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Demonstration

Run Ad Hoc Query

Human Resources > Personnel Management >
Administration > Info System > Reporting Tools >
Ad Hoc Query

Transaction Code: S_PHO_ 48000510 ‘25%

AASIS Support Center, V3.0 0-8
November, 2005, Gwinnett Orr

Note: The only roles that have authorization to
generate this report are State/CLJ/Agency Personnel
Management, State/CLJ/Agency Personnel
Administration and CLJ/Agency Personnel Specialist.

This report will display employee master data that is
stored in the system. Therefore, accuracy in keying
data in AASIS is a must.
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SAP Easy Access AASIS MENU

BE > a6 2>

HRPA-Personnel Administration
version 3.0

Follow the menu path and double
click on Employee List or enter
S_PH0_48000510 in the command
field and press enter.

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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2. Select the report title “HR Personne
Administration” for the
Ad Hoc Query

Work area Global area (cross-clienty
User Group HR: Personnel Administration  ('SAPQUERY/. &

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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infoSet Query (InfoSet: HR Personnel administration)
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The upper left window allows the user to choose
selection criteria, as well as the data that will be
displayed. Each arrow points to infotypes and related
fields that are available in Personnel Administration
(e.g. Actions, (ITO000), Organizational Assignment,
(ITO001)).

In the right window, select reporting period from the
drop down list. Reporting set unrestricted.

12
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In the above example we want the selection criteria to
be Personnel Actions. Select the Actions field group,
then click in the box under ‘Selection’ for Action type.

In the window on the right, under Field Name, Action
type will appear. You will need to select the value by
using the drop down list.

13
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In this example we will use the Hire action, value ZF.
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We also want to display the Action type, employee
personnel number, as well as the reason for the
Personnel Action.

Under Field Group/fields open the Field Group ‘Key
field’ and click in the Output box for the personnel
number. Next, under the Action field group, click the

Output box for ‘Action Type’ and ‘Reason for action’.

15
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We want the selection to be by Personnel Area.
Under Field group, open Organizational Assignment,
find the personnel area field and click in the selection
box.

Note: It is important to limit your search by using
personnel area, personnel subarea or business area.

16
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To display the employee’s name select the
Organizational Assignment field group, then click the
Output box for the Employee’s Name (sortable by last
name).
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It is important to remember that the accuracy of the
data relies on the date selection. WWhen reporting on

personnel actions your reporting period (right window)

must match the validity date of the action. Under the
Field group ‘Actions’, find the ‘Valid from date’ field

and click on the Selection and Output box. ‘Valid from

date’ will appear in the window on the right.

20
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Note: Go to the ranges tab. In range of values enter
the period for the search (i.e.10/01/04 to 10/31/04).

22
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Under the Reporting period section, select other
period from the drop-down list and enter the same

period used for Valid from (i.e.10/01/04 to 10/31/04).
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To change the output field to the value,

051272004 |Object name?

right click on the object name.
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AASIS Support Center, V3.0
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= [ Actions Selections
& Date of Sortinazcend. arder ¥ou can define selection conditions in this area E
& valid fre Sortin descnd order Fields can only be selected by selecting them correspondingl.. E
r.EReasgr Only value In addition, fields can be maved to this area using Drag & Drop E‘

=Z Action ty Only text
T
5 Custiny Value and text
&% Employ
I"E Speciall  Deletefield
El: Initialize farmatting

[«]0» ]

_ ) ALl [ L[]
Display field infarmation
T il ' E Choose “Only Value” from the|

040132004 |Object namet 3 drop down list.

04/24/2004 |Ohject named
051272004 |Object hame?
0519/2004 |Object name15
0BM6/2004 |Object namel10
| 06/03/2004 _|Obiect name2

[> | 8_PHO_48000510 (5l sapetr INS

N DD

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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Edit

Gota

InfoSet Query (InfoSet: HR Personnel administration)

0O & H output
\\ TFall | EI H"_‘] Reporting period: Today [-]

Field groupifields Selection | Output | ‘tl Reporting set: Unrestricted m
(23 Selection fields from InfoSet

= 1 Keyfields

EZ Personnel nurnber
= [ Actions

[ Date of last change

[ Walid from date

== Reason for action

=2 Action type

r.f- Customer-specific status,

EZ Employment status

r.E Special payment status
L 1D .

[al[v][ oo
2|5 | 2232 | 0| ]| BasicList & I@I
From Persann.
04/13/2004 | 00000015
05i24/2004 |00000014 The value will be displayed. In this example you

05122004 |00000005 can now see the personnel numbers.
05/19/2004 (00000007
0B 6/2004 (00000007
|0Ei03/2004 10000000,

[> | 8_PHO_48000510 (5l sapetr INS /;//

G sa]

Selections

'fou can define selection conditions in this area
Fields can only be selected by selecting them correspondingl...| | [+
In addition, fields can be moved to this area using Drag & Drop

[

ooooooo o
OopoodE-d - &~

[0

<[

(D

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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HRPA-Personnel Administration
version 3.0

InfoSet Query (InfoSet: HR Personnel administration)

D& [ oupu

DEEEERE R T

=]
2|8 E1| SEE =
Field groupifields Selection  Qutput i} Reporting set: Unrestricted
2 Language key O O [+]
& Title S E [+] | ga
[E Second title =
[ Firstname (matchcade fif [ O ’7 Fleld narne Option [valua [T
[E Firstname [ [Lastname [+
[E Second narns prefix Od ad I '=[Firstname [~
[ Narme affix 0 O ] e [EY )
[E Counter field O
[ Age ofemployee [} U 16. Click on Hit list.
& Age of ernployee (not nu O O =
-
an B andmonth ufdamte Ll U -] Hit list 144 Persons ] =
En [ [« ][]

AASIS Support Center, V3.0

November,

2005, Gwinnett Orr

Object name Matme of reason for action

Ohject namel 2 Re-entryternporany suspend Note: The number of hits will be
Objectnamel15 Cost center change reflected after clicking the Hit list.
Object hamel13 Demation [CHETTTETTE

Object named Tempoarary to regular |Last names |E
Aibiact namain roznizalion it chanas T [~]
WL ] (] (»]
- U] PH0 4000510 el saper NS

9-27

27



' An AASIS Training Guide

aflaB i@t DRRISTO80|EHE @

HRPA-Personnel Administration

D& [ oupu

InfoSet Query (InfoSet: HR Personnel administration)

version 3.0

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

% | 21 ) B=| Reporting period E
Field graupsfields Selection | Output Today & 10/26/2004
2 Language key O O [«]
& Title O O [=] §il | Reparting set: Unrestricted
B Second title O O
[E Firstname (matchcode il [] O m =
[ Firstname al
B Second hame prefix O O Field name Option |value |
B Name affix O O = |Firstname =
[E Counter field O | == |Personnel number E
[ Age of employee O O [«[+] an
& Age of employee (not nu O O
[ Day and month of date of [ ] (] [2]
| I I [ Y 17. Click on the drop-down. =]
— K|
& |2 |3zl 6| 4] BasicLst &
Last name First name
Lastname3 First name12
Last names First nameg i
Lastname? First name3
Lastnameg First names [<]
llastnametn  |Firstnamed <]

L[]
- U= PHo 4000510 el saper 5

9-28
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aflaB i@t DRRISTO80|EHE @

HRPA-Personnel Administration
version 3.0

e B S s

InfoSet Query (InfoSet: HR Personnel administration)

D& H ol

19. Click Output.

B=| Reporting period

[ Day and maonth of date of|
| I o K1

Basic List &

Field graupsfields Selection | Output Today & 10/26/2004
&2 Language key O O [«]
& Title O O [=] §il | Reparting set: Unrestricted
B Second title O O
[ Firstname (matchcode fit [ O =
[ Firstname @
B Second hame prefix O O Field name Cption |value
B Name affix O O = |Firstname
[E Counter field O | == |Personnel number
[ Age of employee O
B Age of employee motnun (] 18. Select the format of the report.
] ]

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

Object name Basic List of reason far action Lastname
Object name12 Statistics ry temporary suspension Lastname3
Qhjectnamel1s Eanked list enter change Lastnames
Object namel3 | ion Lastname?
Object named |Temporawto regular Lastnameg
[Ohiect name1 Lo

S_PHO_48000510 P& sapetr NS
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HRPA-Personnel Administration

10 C@e DR Soon DE @B

version 3.0

SAP Query 10/26/2004/10:53:55 GLORR

& aY ¥ GREEH |

|

SAP Query 10/26/2004/10:53:55 GLORR—

Ohject name

Mame of r

far aotionl| act lcivet 1

i
\Wianda Young newHire | 20. To send this report to Excel first click on print preview. B
Wickie Wyatt MNew Hire - TWYET TERTE [~
Terri Wilkerson Mew Hire Wilkerson | Terri M
Harriet Hendrix Mew Hire Hendrix Harriet
Teresa Whitaker New Hire Whitaker Teresa |
SusanWainwright |MNew Hire Wainwright |Susan
Gordon Hays Mew Hire Hays Gordon
Susan Yollman New Hire Vallman Susan
Susan Yinsan Mew Hire Vinson Susan
ShirleyYenahle MNew Hire enahle Shirley
Scott Tyler MNew Hire Tyler Scoft
Sarah Triplett Mew Hire Triplett Sarah
Sara Treat Mew Hire Treat Sara
Walerian Wright MNew Hire Wiright “alerian
Tracy Wilson Mew Hire Wilson Tracy
Thomas Willoughby|New Hire Willoughby [ Thomas
Thomas Williams | MNew Hire Williams Thamas
Ted Webh New Hire Wiehh Ted E‘
Tammie Webhb Mew Hire iebhb Tammie [~]
[ [ | 5_PHO_43000510 = sapetr NS -

AASIS Support Center, V3.0

November, 2005, Gwinnett Orr
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Help

B0 e SHE DDoan RE @0

HRPA-Personnel Administration
version 3.0

SAP Query 10/26/2004/10:53:55 GLORR

Flav v H4Eaw BE 1M
10/26/2004 SAP Query 107 B:563:565
e 21. Click on Excel spreadsheet icon.

SAP Query 108/26/2004/10:53:66 GLORR

Object name Name of reason for action|Last name |First name
Wanda Young New Hire Young Wanda
Wickie Wyatt New Hire Wyatt Yickie
Terri Wilkerson New Hire Wilkerson | Terr
Harriet Hendrix New Hire Hendrix Harriet
Teresa Whitaker New Hire Whitaker |Teresa
Susan Wainwright New Hire Wainwright|Susan
Gordon Hays New Hire Hays Gordon
Susan ¥ollman New Hire ¥ollman Susan
Susan ¥inson New Hire vinson Susan
Shirley VYenable New Hire Venable Shirley
Scott Tyler New Hire Tyler Scott
Sarah Triplett New Hire Triplett Sarah
Sara Treat New Hire Treat Sara
Walerian Wright New Hire Wright Yalerian
Tracy Wilson New Hire Wilson Tracy
Thomas Willoughhy New Hire Willoughby| Thomas
Thomas Williams New Hire Willians | Thomas
Ted Webb New Hire Webh Ted
Tammie Webh New Hire Webh Tammie
Susan Washington New Hire Washington| Susan
Susan Warner New Hire Warner Susan

DIS_FHU_AEUUU&W sapetr NS

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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HRPA-Personnel Administration

version 3.0

| SAP Query 10/26/2004/10:53:55 GLORR
TEav R asaw mEeE |l

[aid

10/26/2004 SAF Ouery 10/26/2004/10:53:55 GLORR 1

[ GAP Ouery 18/26/2004/10:53:55 GLORR

Object name

Wanda Young An RHL list object is exported with

LiERIe TR 144 lines and 4 columns

ST name

da
kie

- |Terri Wilkersan
Harriet Hendrix Choose a processing mode:
Teresa Whitaker
Susan Wainwright
Gordon Hays

Sugan ¥ollman | Table
Susan Winson p

' Bxcel SAP mactos

22. Choose Table on the export
list and green check.

Shirley VYenable T TE
| |Scott Tyler tt
I~ |Sarah Triplett ah
+ |Bara Treat a
| [vwalerian Wright erian

Tracy Wilson New Hire Wilson Tracy
[ [Thomas Willaughby New Hire Willoughby| Thomas
| Thomas Williams New Hire Willians | Thomas
| |Ted Webh New Hire Webh Ted
| [Tammie Webh New Hire Webhb Tammie

Susan Washington New Hire Washington| Susan
[ |5usan Warner New Hire Warner Susan

DIS_FHU_AEUUU&W sapetr NS

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

9-32

32



An AASIS Training Guide

HRPA-Personnel Administration

version 3.0

SAP Query 10/26/2004/10:53:55 GLORR

a9 T 0sn s

5 E |14 4 > M

10/26/2004 SAF Ouery 10/26/2004/10:53:55 GLORR 1

SAP Query 108/26/2004/10:53:56 GLORR

Object name

Wanda Young
Wickie Wyatt
Terri Wilkerson
Harriet Hendrix
Teresa Whitaker
Susan Wainwright
Gordon Hays
Susan ¥ollman
Susan ¥inson
Shirley VYenable
Scott Tyler
Sarah Triplett
Sara Treat
Walerian Wright
Tracy Wilson
Thomas Willoughhy
Thomas Williams
Ted Webb

Tammie Webh
Susan Washington
Susan Warner

Last name |First name

Young Wanda
att Vickie

23.Click the green check to continue.
all

Venable Shirley

Tyler Scott
Triplett Sarah
Treat Sara
Wright Yalerian
Wilson Tracy

Willoughby| Thomas
Willians | Thomas

Webh Ted

Webh Tammie
Washington| Susan
Warner Susan

DIS_FHU_AEUUU&W sapetr NS

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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Fie  Edit
b =
Al

View  Insert

fq &0V B

Worksheet in Basis (1)

Wanda Young Mew Hire Young e

Wickie Wyatt Mew Hire Wyyatt Wickie

Teri Wilkerson Mew Hire Wilkerson  Terri

Harriet Hendrix Mew Hire Hendrix Harriet 4
Teresa \Whitaker Mews Hire Whitaker Teresa A

Susan Wairwright  New Hire Wairwright  Susan 24. Save your report in Excel.
Gordon Hays Mew Hire Hays Gardon

Susan Yollman Mew Hire Yollman Susan

Susan VYinsan Mew Hire Yinson Susan

Shirley “Wenable Mew Hire “enable Shirley

Scott Tyler Mew Hire Tyler Scott

Sarah Triplett Mews Hire Triplett Sarah

Sara Treat Mew Hire Treat Sara

“alerian Wyright Mew Hire Wyright Walerian

Tracy Wilson Mew Hire Wilson Tracy

Thornas Willoughby Mew Hire Willoughby ~ Thornas

Thornas Williarms — Mew Hire Williarns Tharmas

Ted Webb Mew Hire Webb Ted

Tammie Webb Mew Hire Webb Tarnrnie

HRPA-Personnel Administration
version 3.0

Format  Tools

Data

Wz -4 @@ e .10 -

window  Help

A Object name

UM

1> ['s_PHO_48000610 P2l sapetr NS 7

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

Note: You may

want to save this report in Excel, so

you can create your own variation of this report.

34
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Demonstration

Run A Career Service Report For The
Next Month

Transaction Code: SQ01

AASIS Support Center, V3.0

November, 2005, Gwinnett Orr -3

Note: The only roles that have authorization to
generate this report are State/CLJ/Agency Personnel
Administration, State/CLJ/Agency Personnel
Management and State Org & Comp Specialist. The
report will only reflect employees that have been
employed by the state for 10 years or more.

This report should be provided to the person with the
role of Payroll Systems Management, so they can
process the career service bonus.

35



An AASIS Training Guide

SAFP Easy Access AASIS MENU

HRPA-Personnel Administration
version 3.0

Enter SQ01 in the command field and press

enter.

3 Favorites
= {3 5AP standard menu
[ [ Office
b [ Logistics
B [ Accounting
= ‘3 Human Resources
]
> [ Time Management
B [ Payroll
B Training and Event Management
] Organizational Management
> (3 Travel Management
B Infarmation System
> 11 Infarmation Systems
[P | Special Transactions & Reports (State of Arkar
b [ Tools

alw[ I [ || » |

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

9-36
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04383 R @ E

Functional areas
SAP Query

November, 2005, Gwinnett Orr

HRPA-Personnel Administration
version 3.0

37
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HRPA-Personnel Administration
version 3.0

Standard area (client-specific)
[E1obal <

|

4. Click Choose.

B
B
r
r
B
B
r
r
B
B
r
B

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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8048 EHE @0

g oRaaa e
Other user group  Shift+F7

5. Click Other user group.

‘__Hr_ri_

5
B
B
r
r
B
B
r
r
B
B
r
B

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

HRPA-Personnel Administration
version 3.0
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BAH I C@Ea DRRER DDa0 HE |G
Query from User Group /SAPQUERY/H2: initial Screen

‘@ With vamant”@ In background H&%p Saved Lists ‘

Name User group name E

/GAPOUERY IV [Reserved for HR

/SAPUUERY/ IW |Reserved for HR

/SAPOUERY/1X |Reserved for HR

JGAPOUERY /1Y [Reserved for HR

/EAPOUERY/1Z |Reserved for HR

JGAPOUERY /L2 [HR LDAP Extraction 468

JGAPOUERY FMB |Materials Management Inw. Momt

JGMPOUERY fME [Ma . . =
AUTHORL: | cupouERY U1 P[;] 6. Scroll down to the bottom of the list and click on HR_PA. [-]
BANK_DE' ySaPQUERY U2 |PCC AR — RECTUTTER T T AT [-]
BIRTHDA' ¢SAPOUERY U3 |PCC HR : Personnel R HR_ADM NP

#EMPOUERY U4 [PCC HR © Payroll
CARSEAI | cupqUERY /XX |queries for Brazil L LB
EDUCATII jEMPOUERY /XY |Queries (Chile) R AHR_ADM PP
FaMILY_| BC_KUNDE Flight data model for c omer RY JHR_ADH PNP

BT QUERY COURSE: TRAIME
FLUCTUA HR_DE Payroll for Berma RY/HR_AMDM PP
GENDER_I MIRD Logistics Invoigs verification RY/HR_ADMPNP
GEND_P_: TESTOUERY Test, Query i ERY/HR_ADH PP

TESTT100 Test tran
HEADCOLI URD_4BB_PT  |vA0_a6 ERY/HR_ADH PNP
JUBILEE. 7 _HR_oM LAS ry management ERY/HR_ADM PP E
NATIONGI Z_HR_P& Fersonnel Administration ERV/HR_ADMPMP E|

AASIS Support Center, V3.0

November, 2005, Gwinnett Orr o-40
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4 e e 2 R N e 2

Al IhEEE

8. Select Z_CAR_SERV_CUR for the next month. _= ableiview: ]

i
M
|
|
|
|
|
[

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

9-41

Note: If you need current month information, select
Z CAR_SERV_CUR for the current month.
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4T dea e

AASIS Support Center, V3.0

-42
November, 2005, Gwinnett Orr °
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Program  Edit Goto

& 2aH @@ BHE Doas HEE @0
Career Service Report for the current month
@ [ )=
‘ [a]
Selection =
[PEFIGTE] MG 12. Enter the Personnel area.
Employrnent status =o /

Personnel area
Personnel subarea
Emplovee group
Employee subgroup
Business area

rd Sod vl Svd vl

NOTE: MAKE SURE THE PERSONNEL [
NUMBER FIELD IS BLANK AND DO NOT

Program selections

“ears of Service per Career . 10 CHANGE ANY OF THE DEFAULT

Date for date type VALUES UNDER THIS SECTION.

Date type 2 ta o

Business area to =

Emplovment status to ?

End Date to =]

Start date to = =
Personnel Number to = z

Al | I[4][»]

[ L |5Q01 s sapetr OVR

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

9-43

Note: It is necessary, to limit your search by

personnel area, business area, etc. Otherwise, your

search will run on all participating AASIS agencies.

43



' An AASIS Training Guide

Erogram  Edit Goto

20 E eaa BHE ODLS R @

HRPA-Personnel Administration
version 3.0

Data Selection Period
Person selection period

@
Career Setvice Report for the current month
@ [ 12
‘ Further selections || o Search helps | o Qrg. structure %
Feriod ml
® Today ) Current month
OUplo today @i ey 13. Leave the date as the
@ O Default selection. (Today)

Ta

Selection
Personnel number

Employment status =o
Personnel area o
Personnel subarea o
Employae group NOTE: IF YOU ARE RUNNING THIS REPORT
Employee subgroun FOR MORE THAN ONE PERSONNEL AREA;
Business area CLICK THE ARROW NEXT TO THE
PERSONNEL AREA FIELD. =
‘ Program selections Z
‘ ‘Yeats of Service per Career = 10 to /E‘ I lZ
| 14>

B

[ | 5001 sapetr OVR 7

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

9-44
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oo |
2T

AASIS Support Center, V3.0

-45
November, 2005, Gwinnett Orr °
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AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

HRPA-Personnel Administration
version 3.0

9-46
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am  Edit tern  Help

B H Ca DHE fnan BE @
Career Service Report for the current month

@ [ 12
Data Selection Period To
Person selection period To
Selection
Personnel number m
Employment status =o o
Personnel area 14. If you want to choose all Personnel Areas
Personnel subarea
B within a Business Area, enter the first two
EITRIEEISRaI0N letters followed by **.
Business area =
Program selections
“ears of Service per Career B 10 to ﬂ
Date for date type to ﬁ [
Date type 2 to E
Business area to E
Employment status to E
End Date to =
Enl I <]

[ 1> [ sao1 b sapetr | ovR 7

AASIS Support Center, V3.0

9-47
November, 2005, Gwinnett Orr
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Career Service Report for the next month

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

B
=
=
=
=
B
=

HRPA-Personnel Administration
version 3.0

9-48
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After the report is generated,
[ you can print the report from
[ this screen.

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

Fervice Date

01/031973

Bervice Date

01161973

Fervice Date

01/10/1881

HRPA-Personnel Administration
version 3.0

9-49

49



An AASIS Training Guide

List

Edit

afaHIC@@ SHE B Da8)

HRPA-Personnel Administration

Career Service Report for the next month
2| & 0 Lst| 183 Z @ @ a8c | EIs || selsctions

version 3.0

Fo Fers. no 55N Last name First name DT Date type Date Yrs of Serv
Personnel area FAD1
FRO1 4 Z2 Career Serwvice Date B2/B8/1978 26
Fagt 42 A AL list object is exported with Z2 Career Service Date 08/16/1972 an
FRO1 43 £2 Career Service Date B2/14/1972 30
Fa1 45 211ines and & calurmns 72 Carser Service Date B&/28/1877 25
FAD1 43 Please choose a processing mode: £2 Career Service Date 08/18/1980 22
Faot 43 72 Career Service Date 08/16/1984 18
Fro1 43 - . Z£2 Career Service Date 0O8/16/1969 33
FAO1 43 Sl o AP Z2 Career Service Date B8/16/1067 35
FaB1 43 Store as PCfile 22 Career Service Date A8/07/1931 11
Personnel area FAQ ’_|EXCE‘ P EE S [ 1

piialii | Select Excel display. I
FAB2 43 Excel pivattab e Date B3/16/1992 18
FAO2 42 £2 Career Service Date 08/21/1972 30
Fhoz2 43 72 Career Service Date 08/24/1987 15

Personnel area FAd ®
f

’ Click Continue.

[ [ saPmssyo P2 sapgas | INS

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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Il
Elle Edit Wiew Insert Format Tools Data  Window Help Type a question for help |+
DEEE & pe@d- o[z -4|@mE2 0 -8zu = A -

{3 &a A A T ¥ | @ B =) | ¥ Rephy with Chonges... End Review...

Al - A PA
&b ]
H =
1 Date ¥rs of Ser =
| 2 [Fam Z2 Career Service Date  08/08/1978 26
| 3 [FAM 2 Career Service Date  08/16/1972 30
| 4 |Fa0l I2 Career Service Date 05/14/1572 30
| 6 |FA01 Z2 Career Semice Date  0B/29/1977 25
| B |[FAO1 I2 Career Service Date 0B/18/1980 22
| 7 |Fam Z2 Career Service Date  08/16/1984 18
| 8 [FAD1 I2 Career Service Date  0B/16/1963 33
| 9 |[Fam Z2 Career Service Date  08/1B/19687 35
| 10 [FAD1 2 Career Service Date  0B/07/1991 1
| 11 |Fanz Z2 Career Service Date 0B/16/1992 10
| 12 |FAO2 Z2 Career Semwice Date  DB/21/1972 3n
| 13 |Fa02 I2 Career Service Date  0B/24/1587 15
| 14 |FA03 Z2 Career Service Date  DB/05/1991 I\l
| 15 |FAD3S I2 Career Service Date 08/13/1981 21
| 16 |Fa04 Z2 Career Service Date  0B/0B/1975 2
| 17 |FAD4 I2 Career Service Date 08/22/1976 2%
| 18 |FAa04 Z2 Career Service Date  08/01/1975 27
| 19 |FAD4 72 Career Service Date 0B/05/1584 18 =
4 4 » M[\AQ2ZZ_HR 14l il
Ready UM

AASIS Support Center, V3.0

9-51
November, 2005, Gwinnett Orr

Note: The report has been transported to an Excel
spreadsheet. Save this report in Excel, if you want to
use this information to create your own variation of
the report.



HRPA-Personnel Administration

An AASIS Training Guide
version 3.0

Demonstration

@Run Employee List Report

Human Resources > Personnel Management >
Administration > Info System > Reports > Employee >

Employee List
Transaction Code: S_AHR 61016369 ‘5~4

AASIS Support Center, V3.0 9-52
November, 2005, Gwinnett Orr

Note: The only roles that have authorization to
generate this report are State/CLJ/Agency Personnel
Management and State/CLJ/Agency Personnel
Administration.

52
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| E D | @ O

< 4 Reports
= 1 Employes
@ S_PH9_46000216 - Senice Annivers
@ S_PH9_46000225 - Powers of Attarn
@ §_PHA_46000224 - Education and T
@ §_PHA_46000223 - EEs Entered ant|
@ S_PH9_46000222 - Family Members
@ S_PH9_46000221 - Birthday List
@ S_PH9_46000220 - Vehicle Search L
12 5_AHR_B1016354 - Telephane Direg
@ S5_AHR_B1016356 - Time Spentin Ei
@ S_AHR_B61016357 - Defaults for Pay
@ S_AHR_B1016398 - Reference Persi
@ S_AHR_B1016360 - HR Master Data
@ S_AHR_B1016361 - HR Master Data
17} 5_AHR_B1016362 - Flexiale Employ
@ S_AHR_B1016361 - Employee List=
@ 5_AHR_B61016370 - List of Maternity \E
[

1. Follow the menu path and double
click on Employee List or enter
S_AHR_61016369 in the command
field and press enter.

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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Program  Edit  Goto Hi -
(7} 2dE @@ SHOE anan HEE @0
Empliovee List
@/ls»| 4- To add other selection options, click on Further selections. [
Further seltlinﬂa | = seachhelps | = Sorl | = orgstucture | %
Perind I =
@ Today ) Gurrent month ) Currentyear 2. Select the Period for the
) Upto today ) From today <4 search.
) Other period To
Person selection period To
Selection ‘
Fersannel number to o
Employment status @D to <= 3- Select criteria for the
Personnel area {2 lo search. Such as personnel
[T SR 1o number or personnel area.
Employee group to ~r)
Employee subgroup ta |
Report-specific selections
Lastname to
Mare at birth to
First name to E o
Mationality to ?
[ b [100 bl sapapnd | NS
AASIS Support Center, V3.0 0-54
November, 2005, Gwinnett Orr

Note: It is necessary, to limit your search by
personnel area, business area, etc. Otherwise, your
search will run on all participating AASIS agencies.
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Empioyee List
6. Click on Choose to

transfer Selection options

5. Select option(s). For this
exercise, select Business

T Y O o o

BE 7. Click to continue. EERE

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

HRPA-Personnel Administration
version 3.0
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JEAaS I EE @

HRPA-Personnel Administration
version 3.0

Employee List

L 4% [ & H

s, | = o1 | = omamme |
9. Click Execute. — —

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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List  Edit

Help

SO DHE Hhoan BRR @@

HRPA-Personnel Administration

Employee List

& &% ¥ & 55w -

After the report is generated,
you can print the report from
this screen.

version 3.0

Employee List

. _ Or to send to a spreadsheet
Evaluation petiod: 09101200410 0/ click the print preview icon.

Pers.no |PersiDMNo. |Name Mame at birth| Job title Entry Date Leaving date
00000005) 01 2697792 Wanda Young SR BUDGET AMALYSTISPECIALIST 02r18i2002
00000007 |01 2735727 |Vickie Wyatlt SR BUDGET ANALYSTISPECIALIST 08182003
00000012 012925402 | Terri Wilkerson EXTRAHELF 08/18/2003
00000013| 112660727 |Harriet Hendrix DOCUMENT EXAMIMNER 1| 1200802002
00000015) 012963337 | Teresa Whitaker EXTRAHELFP 08r18/2003
00000018 013190847 | Susan Wairmright ACCOUNTANT 08/18/2003
00000018 112660795 | Gordon Hays DOCUMENT EXAMIMNER 1| 1200802002
00000020) 013228882 | Susan Yollman DFA TAX RESEARCH ADMINISTRATOR 0871812003
00000021 | 013266817 |Susan Yinsan RESEARCH PROJECT ANALYST 08/18i2003
00000024 013204752 | Shirley Venahle DFAPOQLICY COORDINATOR 027182003
000000235 013342687 | Scott Tyler DFA FINARCIAL ADVISOR 0871812003
00000028 013380622 | Sarah Triplett DFADEP DIR REV MMGT SWCSICMSHR 08/18i2003
00000029 013418557 | Sara Treat DFADIRECTOR 08/18/2003
00000041 | 012773662 |Valerian Wiright SR BUDGET AMALYSTISPECIALIST 02r18i2002
00000044 012811597 | Tracy Wilson SR BUDGET AMALYSTISPECIALIST 08/ 82003
00000046| 012843532 | Thomas VWilloughby SR BUDGET AMALYSTISPECIALIST 08/18/2003

I> |5 AHR 61016368 (2 sapetr INS 7

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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B0 e SHE DDoan RE @0

Help

HRPA-Personnel Administration
version 3.0

Employee List
e T EEaT

il | |14 4 p

Emplowee List

Evaluation period. 09/01/28084 to
Number of selected employees: 1

09/30/2004
=

Pers.no.|PersIDho. | Name

10. Click the Spreadsheet icon to

send to Excel.

Entry Date|Leaving

0000OOAS| A12697732| Wanda Yaoung
00DDOOET | B12736727(Wickie Wyatt
0000Oa12| 812925402 Terri Wilker:
00000013 | 112660787 (Harriet Hendi
O0pEOOA15| 812963337 Teresa Whital
0D00DO18| 013190847 Susan Wainwr
000000149| 112660795 Gordon Hays
0000O028| A13228862( Susan Yollmal
0D00REZ21| B13266817) Susan Yinson
00000024 | A13304752( Shirley Yenal
0000025 | 13242687 Scott Tyler

00000029 613418557 Sara Treat
0000041 | 612773662 | Yalerian Wr
00000O44) 812811597 Tracy Wilson
0D00DO4G| B12849532| Thamas Willo
0D000B47 | 012887467 | Thanas Wi1ld
00000E49| B13611272| Ted Wehb
0D000ESA| 613033207 Tammie Webb

0D00REZ28| 613388622 Sarah Triplett

s0n
IMES
ker
ight
n

ble

aht

ughby
ans

SR BUDGET ANBLYST/SPECTALIST
SR BUDGET ANALYST/SPECIALIST
EXTRA HELF

DOCUMENT EXAMINER II

EXTRA HELF

ACCOUNTANT

DOCUMENT EXAMINER II

DFA TAX RESEMRCH ADMINISTRATOR
RESEARCH PROJECT ANALYST

DFA POLICY COORDINATOR

DFA FINAMCIAL ADWISOR

DFA DEF DIR REY MNGT SVCS/CMSNR
DFA DIRECTOR

SR BUDGET ANALYST/SPECIALIST
SR BUDGET ANALYST/SPECIALIST
SR BUDGET ANALYST/SPECIALIST
SR BUDGET AMBLYST/SPECTALIST
SR BUDGET ANALYST/SPECIALIST
SR BUDGET ANMLYST/SPECTIALIST

08/18/2003
BE/18/2003
B5/18/2003
12/08/2003
B5/18/2003
B8/18/2003
12/08/2003
08/18/2003
BE/18/2003
08/18/2003
BE/18/2003
B5/18/2003
B8/18/2003
B5/18/2003
68/18/2003
BE/18/2003
08/18/2003
BE/18/2003
B5/18/2003

JL4 P

LDl

mEn =

0|8 AHR_B1016369 5 sapetr INS 7~
a7

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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Help

HAH I COQQ I EHB B DoO)

HRPA-Personnel Administration

version 3.0

Employee List

@las T asEn T

il | |14 4 p

Emplowee List

Evaluation period. 09/01/2004 to 09/30/2004

Number of selected emplovees

Pers.no.|PersIDMo. An XL listobject is exported with tle Entry Date|Leaving
n0a0EaRs | 0126077z | o0 MES and 7 calumns ET ANALYST/SPECIALIST 0871842003
000D0RET | 812735727 GNOOSE a processing mode: ET ANALYST/SPECIALIGT 811842003
ODADDA12| 12925407 HELP A /1542003
0000013 112660767 T EXAMINER LI 121082003
ODADDA1S| 12863337 SR HELP A5 /1542003
00BO018| 513190947 Jable TonT AR {18420

00000019 | 112660705 =L TREs 3
HHRIEANER €13226362 11. Choose Table on the popup box ?
D0BO0ERY | 013265817 N X 3
D000024| 13304752 and click continue. 3
00000825 B13342687 ¥ 3
ODADDAZE| A1 33A062 F DIR REW MHBT GVCGCHGNR & 1672003
D0BO0E2| 013416557 | Sara Treat DFA DIRECTOR 08182003
ODADDA41 | 12773662 | Walerian Wright SR BUDGET ANALYST/SPEGIALIST A /1542003
00000844| 012811597 | Tracy Wilson SR BUDGET ANALYST/SPECIALIST 0811842003
D0BD0E4B| 12840532 | Thonas Willaughby SR BUDGET ANALYST/SPECIALIST 0841842003
ODODD0AT | 12687467 | Thonas Willians SR BUDGET ANALYST/SPECIALIST 0152003
D0ED0E40| B13811272| Ted Webb SR BUDGET ANALYST/SPECIALIST 811842003 =
DADDASH| 13339207 | Tannis Wahh SR BUDGET ANALYST/SPECIALIST A /1542003

L[]l <]+

1> | 5_AHR_P101636 " sapetr NS

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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HRPA-Personnel Administration
version 3.0

Employee List
@ aY T 8887

& | |

H| 4>

Emplowee List

Evaluation period. 09/01/2004 to 09/30/2004
Number of selected emplovees

Pers.no.|PersIDNo

at hirth|Job title

Entry Date|Leaving

0000085 | 012697702
A0000BAT| 812735727
000012 | 812925402
00000813 | 112660787
alafafafoloy =] NN B Triciclc vl N S K1 Y|
00000818 131908347

BOO00E1G| 112666705

SR BUDGET ANBLYST/SPECTALIST
SR BUDGET ANALYST/SPECIALIST
EXTRA HELF

08/18/2003
BE/18/2003
B5/18/2003

0000028 | A13228662T5usan Vol lman
0D00REZ21| B13266817) Susan Yinson
00000024 | A13304752( Shirley Yenable
0000025 | 13242687 Scott Tyler
O000DOO28| A13380622| Sarah Triplett
00000029 | B13418557| Sara Treat
0000O041 | B12773662( valerian Wright
00000044 012811597 Tracy Wilson
000DOD4E| 012840532 Thamas Willoughby
00000047 | B12887467( Thamas Williams
00000049 B136811272| Ted Webh
O0000OASE| A13039207) Tanmie Webb

12. Click the green check to continue. {%%3

003
003

003
003

Ll FROJEGT ARACTST
DFA POLICY COORDINATOR

DFA FINAMCIAL ADWISOR

DFA DEF DIR REY MNGT SVCS/CMSNR
DFA DIRECTOR

SR BUDGET ANALYST/SPECIALIST

SR BUDGET ANALYST/SPECIALIST

SR BUDGET ANALYST/SPECIALIST

SR BUDGET AMBLYST/SPECTALIST

SR BUDGET ANALYST/SPECIALIST

SR BUDGET ANMLYST/SPECTIALIST

o TEr 2003
08/18/2003
BE/18/2003
B5/18/2003
B8/18/2003
B5/18/2003
68/18/2003
BE/18/2003
08/18/2003
BE/18/2003
B5/18/2003

H

LDl

M)

1> | 5_AHR_P101636 " sapetr NS

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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Microsoft Excel

Eile  Edit Dats Help

DeEa8 &YV B I Y T
Al - f Pers.no

Wiew Insert  Format  Toals windaw

| Worksheet in Basis (1)

2 0000005 1012697792 Wanda ¥ oung SR BUDGET ANALYST/SPECIALIST
3 [Bo0000a7 12735727 Wickie Wyatt SR BUDGET ANALYST/SPECIALIST
4 i0000012 112925402 Tari Wilkarson EXTRA HELP b
5 'BO000013 12860787 Harriet Hendrix DOCUMENT EXAMIMER I
& [I0000n15 T12363337 Taresa Whitakar EXTRA HELP
7 0000018 13190947 Susan Wairmwright ACCOUNTANT
8 0000015 12860796 Gordon Hays DOCUMENT EXAMINER I
9 0000020 013228862 Susan Vollman DFA TAX RESEARCH ADMINISTRATOR
10 [Bo0a0021 013266817 Susan Vinson RESEARCH PROJECT AMALYST
11 /i000nnz4 113304752 Shiley Venable DFA POLICY COORDINATOR
12 [B0000025 013342867 Seott Tyler DF A FINANCIAL ADWISOR
13 [i000nnz8 113360622 Sarah Triplatt DFA DEF DIR REY MNGT SYCS/CMSNR
14 B0000023 T13418557 Sara Treat DFA DIRECTOR
15 0000041 T12773662 Walstian Wright SR BUDGET ANALYST/SPECIALIST
16 [B0000044 T12811897 Tracy Wilson SR BUDGET ANALYST/SPECIALIST
bl 17 [D0000046 12849632 Thomas Willoughby SR BUDGET AMALYST/SPECIALIST
00 18 0000047 112867467 Thamas Williams SR BUDGET ANALYST/SPECIALIST
089 19 D0000043 013011272 Ted Webb SR BUDGET ANALYST/SPECIALIST
Loy 20 Hinnnnnsn 113039207 Tammis Wabh SR BUDGET ANALYST/SPECIALIST
aeg =21 FANNNNN&1 13077147 Tahitha Wiachinatan RALRAZFRMFEMT PROIFCT ARAL VQT 11

UM

[ I | 5_AHR_F1016369 ¥ sapetr NS o

AASIS Support Center, V3.0

9-61
November, 2005, Gwinnett Orr
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Demonstration

Run A Flexible Employee Data Report

Transaction Code: S_AHR_61016362

November, 2005, Gwinnett Orr

AASIS Support Center, V3.0 9-62

Note: The roles that have authorization to generate
this report are State/CLJ/Agency Personnel
Administration, State/CLJ/Agency Personnel
Management and State Org & Comp Specialist.
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ME aD4a8 HE @

SAP Easy Access AASIS MENU
=i [wi[4]

< {3 Personnel Management
= 13 Adminisiration

b HR Master Data
<2 i3 Info Systern
= {4 Repods

% 3 Employee

@ S_PH0O_48000450 - Date Monitating

@ S_PHA_48000216 - Service Anniversari

@ S_PHY_46000225 - Powers of Attorney

@ S_PH9_46000224 - Education and Trai

@ S_PH9_46000223 - EEs Entered and L

@ 8_PH9_46000222 - Family Members

@ &_PHA_46000221 - Birthday List

@ S_PHA_46000220 - Vehicle Search Lisi

@ S_AHR_B1016354 - Telephone Directa)|

@ S_AHR_B1016356 - Time Spent in Eacl

@ S_MAHR_B1016357 - Defaults for Pay St

@ S_MHR_B1016358 - Reference Personi

@ S_AHR_B1016360 - HR Master Data Sh

) E_AHR_B1016362 - Flewible Employee

@ 5_AHR_A10163649 - Emplovee List E

@ S_AHR_B1016370 - Owerview nfMaternE

I N (s (K1 03
- ©[SCS5I0N_MANAGER [l saper NG~

1. Follow the menu path and double click
on Flexible Employee Data or enter

S_AHR_61016362 in the command field and
press enter.

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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Flexibld options, click on Further

/[ selections.

FuMher selections P Search helps

3. To add other selection

B

HRPA-Personnel Administration
version 3.0

e EEEEEREEE

Sort order

I

@ Today
) Other keydate
Key Date

Personnel number

|_P Field selection |

@

Additional data !

Ory. structure

2. Select the Period for the
search.

Selection !

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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HRPA-Personnel Administration
version 3.0

2 0OHB ODLH ) EHE @

5. Click on Choose to
transfer Selection options
to Selection fields.

exercise, select Personnel
area.

' Personnel administrator
ime recording administrator

Personnel number

6. Click to continue. | e saer o

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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g  &0B coe DhE eBon N o

Flexibie Employee Data

7. Select criteria for the

L - search. Such as personnel

o e number or personnel area.

AASIS Support Center, V3.0

November, 2005, Gwinnett Orr 9-66

Note: It is necessary to limit your search by
personnel area, business area, etc. Otherwise, your
search will run on all participating AASIS agencies.
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AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

9. Click on choose to
transfer Selectable fields

1 1 o o

[~ <]

HRPA-Personnel Administration
version 3.0
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HRPA-Personnel Administration
version 3.0

Flexibie Employee Data

BE
B
5
5
B
B
5
5
B
B
5
5
B
B
5

10. Click to continue. ey

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

68



' An AASIS Training Guide

HRPA-Personnel Administration
version 3.0

Flexibie Employee Data
B

Execute. hops .= S | ® _ orgsiusturs_|

k& & B

11. Click

i

Note: The Field selection arrow is
green which reflects that there are
selections stored.

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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After the report is generated,
fl you can print the report from

I2RE ST 80EHE @0

HRPA-Personnel Administration

version 3.0

/

this screen. e Or click Spreadsheet to
transport to Excel.
-
Flexible Employee Data
Kev date: NRN12002

Costcenter |Date of birth| Employment percentage |First name |Gender key|Last name| Personnel number|Position
0000383201 [10/31/1960 100.00 |Bob0o1 Male DFA-NE 00050016 | MANAGEMENT PROJECT ANAl[]
0000283201 (1043171960 100,00 (Bob0O2 Male DFA-MNE 00050017 | MAMAGEMENT PROJECT ANA| E
0000363201 [10/2111 960 100.00 |Bob004 Male DFA-MNE 00050019 |MANAGEMENT PROJECT ANA)
0000383201 [10/31/1960 10000 (Bob0O5 Male DFA-MNE 00050020 | MAMAGEMENT PROJECT ANA|
0000283201 (1043171960 100,00 (Bob0OB Male DFA-MNE 00050021 |MAMAGEMENT PROJECT ANA|
0000383201 (1043171960 10000 (BobOO? Male DFA-NE 00050022 |MANAGEMEMT PROJECT ANA|
0000383201 [10/31/1960 100.00 (Bob0O8 Male DFA-MNE 00050023 |MAMAGEMENT PROJECT ANA|
0000283201 (1043171960 100,00 (Bob0Og Male DFA-MNE 00050024 | MAMAGEMENT PROJECT ANA|
0000383201 (1043171960 10000 (BohO10 Male DFA-NE 00050025 | MANMAGEMEMT PROJECT AMA|
0000383201 [10/31/1960 10000 |Bob011 Male DFA-NE 00050026 |MANAGEMEMNT PROJECT AMA|
0000383201 (1043171960 10000 (Bob012 Male DFA-MNE 00050027 |MAMAGEMENT PROJECT ANA|
0000383201 (1043171960 10000 (Boh013 Male DFA-NE 00050028 | MANAGEMENT PROJECT ANAY ]
0000383201 [10/31/1960 10000 (Bob014 Male DFA-NE 00050028 | MAMNAGEMENT PROJECT ANAY(+]
aoj I |

[ [ sAPLSLVC_FULLSCREEN Pd sapgas | INS

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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Demonstration

@Run Headcount Changes Report

Human Resources > Personnel Management >
Administration > Info System > Reports > Employee >
Organizational Entity > Headcount Changes
Transaction Code: S_L9B 07000180

AASIS Support Center, V3.0 9-71
November, 2005, Gwinnett Orr

Note: The roles that have authorization to generate
this report are State/CLJ/Agency Personnel
Management, State/CLJ/Agency Personnel
Administration and CLJ/Agency Employee Benefits
Specialist.
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2 5_AHR_61016369 - Employee List [«]

@ S_AHR_B1016370 - List of Matemity Data E

@ S8_AHR_BE1016353 - Severely Challenged

2 &y Organizational Entity
@ S_PHY_48000219 - Headcount Changess
@ S_AHR_B1016373 - Headcount Developn|
@ B8_AHR_B1016374 - Mationalities
@ S_AHR_G1016375 - Employee Structure
@ S_AHR_B1016376 - Salary According fo 5
@ S_AHR_B1016377 - Time-Related Statisti
12 5_AHR_61016378 - Assignmantto Wage

-3 AgelGender

b [ Documents

b [ Adminigtration US

b [ Administration Canada

[ 1 Administration Taiwan

B [ Administration Japan

b [ Administration Malaysia

1 Reporting Tools

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

HRPA-Personnel Administration

1. Follow the menu path and double click
on Headcount Changes Report or enter

S_L9B_07000180 in the command field and
press enter.

version 3.0

9-72
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o Get. Shift+Fa
Display
2. Click on ShitsFg | Delete..
Goto>Variants>Get. F || 3 En i, Bk
T —
‘ Further selections || o2 Search helps ‘ o Org. structure %
Period ml
) Today ) Gurrent manth O Currentyear
O Upio today ) From today
@ QOther pariod | To
Ferson selection period To
Selection
Personnel numkber o ﬂ
Employment status to E
Fersonnel area to
Personnel subarea to I
Emplayee group to 3
Employee subgroup o ﬂ
Frogram selections L
Ewent date to E‘ =
B odice he P = E4
[ > | AOZZISAPQUERYH2STAFF_CHANGES? [ sapgas | INS

AASIS Support Center, V3.0

November, 2005, Gwinnett Orr o713

Note: To run this report for a specific action type,
skip steps 2 thru 6. For example, the DROP action is
not one of the variant options. Therefore, you would
not use steps 2 thru 6. Selecting a specific action
type is reflected later in this demonstration.
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AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

HRPA-Personnel Administration
version 3.0

. Delete name.

9-74
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HICE@@ DHRE ©04a3 ) EE | @ o

5. Select a variant.

Terminations Other Period
Hire, Rehire, Reemploy Retiree
Current PP actions

Current Mo actions

ko, of EE's on LWOP

6. Click Choose.

AASIS Support Center, V3.0 9-75
November, 2005, Gwinnett Orr
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0
10. To add other selection :

& | | options, click on Further B ODoan | @

Heal| Selections.
D E-|EL =i

2
Further selections || o Search helps = oml 7. Select Other period, and enter

Pl ) ) date ranges as weekly, biweekly,
'I:I' Today i:) Current maonth (O Cutrent year monthly, etc.

) Up to today ) From today

@ (Other period a7a102 Ta 073102

Person selection period To

Faesion 8. Select criteria for the

EEEaE] AGer i search. Such as personnel

Employment status . - number or personnel area.

Fersonnel area 0 o

Personnel subarea to _ﬁ> [

Employee group to _ﬁ)

Employee subgroup to _*#)

9. In the Event date field, enter

- — the date ranges as reflected in

rogram selections . 3

Event date 270102 to LIEEIS ) the Other period field (step 7).

. =i -

& IAQESAFQUERYIHZSTAFF_CHANGESZ sapnas | INS

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

9-76

Note: It is necessary to limit your search by
personnel area, business area, etc. Otherwise, your
search will run on all participating AASIS agencies.
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AR SHE HDLHOIEAE

HRPA-Personnel Administration
version 3.0

12. Click on Choose to
transfer Selection options

11. Select option(s). For
this exercise, select

Business area.

r,,
’,
’,
’_
’_
’,
’,
’_
’_
’,
’,
’_
’_
’,
’,

13. Click to continue. e ————

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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Program  Edit Golo  System  Help
@ aaB@ @@ DHE HGO8 FRE @m
Headcount changes
(CAC =G
Personnel subarea to %
Employee graup to "l
Employee subgraup to
Program selections
Event date fo b
Action type i) to
Further pracessing options |
) Mo further pracessing Action type (13 24 Entries found
) Display as table &  Restictions ‘
) Graphics ( o
O ABC analysis o 72 L Imp [EES 2] =1 |
) Ewecutive Infa System (EIS A... Name of action twe | ||_|
) File store 76 Re-smployment of Retiree n =
O gave with ID 77 Retiremnent I 14. Select the action type. | =
Z8 |DROP lz‘ =
ZC LWOP - Inactive Status =] B
| 124 Entriae frimd I 7M
AASIS Support Center, V3.0 9-78
November, 2005, Gwinnett Orr

Note: Click on the drop-down list in the Action type
field to select action type's) for the search.
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After the report is generated,
you can print the report from
this screen.

HRPA-Personnel Administration

|2 G E0a0 8 [ FEE @

/

]

(e

Or click Spreadsheet to
transport to Excel.

Headcount changes

Personnel no.|First name Last name|Entry Art|Mame of action type| From Qrg.unit|Mame of organizational unit PArea| Fe
00051980|Sam Benefitsé |0B/24/2001 |Z8 |DROP 07/07/2002 | 21680810 |Department of Finance and |FAD1 DFIE‘
00052082 |Sam0O01  |BenefitsB |D6/24/2001 |Z8 |DROP 07/07/2002 | 21630610 |Department af Finance and |FAD1 DFIZ‘
00052085 |Sam002  |BenefitsE |06i24/2001 |Z8 |DROP 07/07/2002 |21690610 (Department of Finance and |FADT | DF
00052086 |Sam003  |Benefits6 |06/24/2001 [Z8 |DROP 07/07/2002 (21690610 |Department of Finance and |FAQ1 |DF||_|
00052087 |Sam0O04 |Benefits6 |D624/2001 |Z8 |DROP 07/07/2002 | 21680610 Department of Finance and |FAD1 | DF
00052088 |Sam005  |BenefitsE |06i24/2001 |Z8 |DROP 07/07/2002 |21690610 (Department of Finance and |FADT | DF|
00052089 |Sam006  |Benefitsg |0Bi24/2001 |Z8 |DROP 07/07/2002 | 21690610 (Department of Finance and |FADT | DF
00052090 |Sam0O07 |BenefitsB |0624/2001 |Z8 |DROP 07/07/2002 | 21680610 Department of Finance and |FAD1 | DF
00052091 |Sam002  |BenefitsE |06i24/2001 |Z8 |DROP 07/07/2002 |21690610 (Department of Finance and |FADT | DF|
00052092 |Sam009  |BenefitsB |0Bi24/2001 |8 |DROP 07/07/2002 |21690610 (Department of Finance and |FADT | DF
00052093 |Sam010 |BenefitsB |DBi24/2001 |Z8 |DROP 07/07/2002 | 21690610 Department of Finance and |FADT | DF
00052094 |Sam011  |Benefitsé |06/24/2001 |Z8 |DROP 07/07/2002 |21690610 (Department of Finance and |FAD1 | DF)
00052095 |Sam012  |BenefitsB |0Bi24/2001 |8 |DROP 07/07/2002 |21690610 (Department of Finance and |FADT | DF
00052096 |Sam013  |BenefitsB |DBi24/2001 |Z8 |DROP 07/07/2002 | 21680810 |Department af Finance and |FADT (DF|| |
00052097 |Sam014 |BenefitsB |D6/24/2001 |Z8 |DROP 07/07/2002 | 216306710 |Department of Finance and [FA0T |DF{[«]
00052098 |Sam015  |BenefitsE |06i24/2001 |Z8 |DROP 07/07/2002 |21630610 | Department of Finance and |FAD1 DF|[~]

(1] I ||

version 3.0

[ [ saPLsLvC_FULLSCREEN P2l| sapgas | INS

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

9-79

Note: The Entry column reflects the date the
employee was entered in the system.

This From column reflects the date the employee
entered in DROP.
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Demonstration

=Run EEO4 Verification Report

Transaction Code: ZPEEO4 VERIFY

AASIS Support Center, V3.0 9-80
November, 2005, Gwinnett Orr

Note: This report is used to verify employee
information that is provided to the federal
government.

After running this report, agencies must review for
missing employee ethnic origin, gender and/or part-
time indicator information.

To run this report, you will need the role of Agency,
State or CLJ Personnel Management.
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EEO4 Verification Report

G | zrecosverr w B0 ©@@ |2 HNE Do DE @
SAP Easy Access

Q| | @5 2|

=2 {3 Favorites
S_AHR_B1016380 - Logged Changes in [péadns’D

= {3 5AP standard menu 1. Enter ZPEEO4_VERIFY

b (3 office in the command field and

I [ Logistics
b [ Accounting press enter.

> L3 Human Resources

B 3 Information Systemns

[ (1 Special Transactions & Reports (State of Arkansas)
I (3 Tools

[ | SAPLSMTR_MAVIGATION 5| | sapgas  OVR

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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EEO4 Verification Report rorsen

2. The From/To date should

be the fiscal year for which

you are reporting. For
example, this reporting year

is July 1, 2004 to June 30, 2005.

670172001
DB/ 3072002

oe153)

"l 3. Enter the Personnel number,
Business area or Personnel area for
which you are reporting.

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

9-82

Note: It is necessary, to limit your search by

personnel area, business area, etc. Otherwise, your

search will run on all participating AASIS agencies.
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EEO4 Verification Report

@l  eid e DHREOHOLS R Q@
HR - EEO-4 Verification
@ T AT | @ R | B|TEARZ|E @ s | O ritprevew

5. Verify the employee’s
EEQO-4 Detail master data, especially the
Gender, Ethnic Origin and
GLREAMEY  DG/E0/2002 09:43.05 - Page: 0 Part-time information.
ZPAPAIONG EECS_ VERIFICATION - 468 QAS/250
Pemn,irksl_nama Iniiale|_l._a_¢t namtl Powmon] FC|Hourty rate! Ermpl. %| Pari-lime| Empl EE group| Gender ynl: Drrigin
AT |David Specs  |22112620) 1] 7.9325 [100.00 3 1 Mala Whiterot Hispai[a]
Concur  |9999999a( 1| 131385 [100.00 [i] 1 [Male Whitefot Hispai [ |
erlkie 22112305 1| 78235 |100.00 3 1 [Unknown
Testt 122112305 1| 7.9235 [100.00 3 1 |Male
Testd T212305| 1| 79235 |100.00 3 1 [Male
Testd  |2allza0s| 1| 7.8235 |100.00 3 1 [Male
Testd 22112305| 1| 79235 | S0.00 [% 3 1 Male
Tests 11117305| 1| 7.923% |100.00 3 I Male
Test 22112305 11 749735 (o0on 1 Mal
Testt | NOTE: An ‘X’ will be reflected in the Mala
T | part-time column if the employee i f
| works less than 100% LA (5
> O]

Ll oas (13 (2500 ' sapgas | INS

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

9-83
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EEO4 Verification Report

To update an employee’s ethnic origin
information follow these ERsSss
procedures AT AV S8 0w B B TAT 00 & rmmme

EEO-4 Detad
s

3 DEE- LT E

1. From the report, double-click on the
employee’s personnel number.

2. You should now be at Maintain HR = A :
Master Data. Your employee’s e
personnel number should be
reflected. Press enter. . =

3. Select Infotype 0077 (Additional
Personal Data) and click on the
create icon if this information is
missing. To make a correction to
incorrect information, use the
change icon.

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

9-84
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EEO4 Verification Report

To update an employee’s ethnic origin
information follow these ] 318 eoe
procedures, continued: Create Additional Personal Data

HRPA-Personnel Administration
version 3.0

LT niams

4. In the ‘From’ field enter the il rdesonca!Fovsadi 1

employee’s original hire date if EERRY ~ [ T
after 6/24/01. If the employee was = =~ =
converted from AHRMS in AASIS,
enter 6/24/01 in the ‘From’ field.

5. In the ‘Ethnic origin’ field, make the
appropriate selection from the
drop-down list.

6. Click to save.

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

9-85
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EEO4 Verification Report

To update an employee’s gender
information follow these

procedures:
1. From the report, double-click
on the employee’s personnel
number.
2. You should now be at o D ————

Maintain HR Master Data.
Your employee’s personnel
number should be reflected.
Press enter.

3. Select Infotype 0002
(Personal Data) and click on
the change icon.

AASIS Support Center, V3.0

9-86
November, 2005, Gwinnett Orr
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EEO4 Verification Report

To update an employee’s gender
information follow these
procedures, continued:

HRPA-Personnel Administration
version 3.0

4. DO NOT CHANGE the ‘From’ field ==
information. This should reflect -
the employee’s birth date.

5. In the ‘Gender’ field, make the
appropriate selection.

6. Click to save.

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

9-87
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EEO4 Verification Report

To update an employee’s part-time
information follow these

o o8 == |

DEE- LT E

procedures: YA o | |
EEC-4 Detad
1. From the report, double-click
on the employee’s personnel
number.
T
2. You should now be at ] S— T T ——
Maintain HR Master Data. bsenon s
Your employee’s personnel el

| Pt | T | Samtr | Te

number should be reflected.
Press enter.

3. Select Infotype 0007
(Planned Working Time) and
click on the change icon.

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

9-88
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EEO4 Verification Report

To update an employee’s part-time i
information follow these procedures, [ 3901200208 G000 ER 3R
continued: Copy Planned Working Tie

2 [T Horksehzale

4, IMPORTANT: Enter 06/20/04 in the ] hre S Bds e
‘From’ field. Otherwise, the system Will Emn | rwaeen s 0 o
perform re-calculation for time and/or s EEue i s
payroll. Fie T O]

iatk screduizrle
ors zehedu e iz OPEME Epen Zevezul 3hours

Iifzhpe

5. In the ‘Employment percent’ field, enter

" Tie o s 1- Tz eal o o achal s 2
the appropriate percentage. Be aware  [wam i 2
that this change will affect the U petmergiss

employee’s leave accrual.

Viatkinyiime
Empoyrrert seent “I00E

6. Click the green check until you receive 32&?1”.375"!":1 ==
the message “Save your entries.” :

Monbywotirg s nE
g wicikn; hours. 200,08 |
. Weekvwnlcas 506 4
7. Click to save. §
) Mo et ook e edulz i 2ER0 b ypoon: 5 s oR

AASIS Support Center, V3.0

November, 2005, Gwinnett Orr -89
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Demonstration

=Run A Logged Changes in Infotype
Data Report

Transaction Code: S_AHR_61016380

AASIS Support Center, V3.0 9-90
November, 2005, Gwinnett Orr

Note: The roles that have authorization to generate
this report are State/CLJ/Agency Personnel
Administration, State/CLJ/Agency Personnel
Management and State Org & Comp Specialist.
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7] A HI©@a BRE D0on EE @

SAP Easy Access
BE|E EB 2| -

B 1 Accounting
= '3 Human Resources
2 PPMDT - Manager's Deskiop
= 3 Personnel Management
< 3 Administration
P ] HR Master Data
2 ‘3 Info System 1
= = Reports
> ] Employes
[> [_1 Organizational Entity
= 3 Documents
2 3 Infaotype Change
@ S_MHR_E1016380 - Logoed Changes in Infotype Data
b 1 Repart Start

A+ ][+]

> [ Administration LIS

[ [ Administration Canada
B L Administration Taiwan 1. Follow the menu path and double click on Logged |
> [ Administration Japan 4
B [ administration Malaysia | Changes in Infotype Data. Or enter S_AHR_61016380f
> [ Administration Brazil +
b [ administration Pulic secty in the command field and press enter.

B [ Administration Public Sect R

[ [ Administration Public Sector Belgium E|

I | SESSION_MANAGER b2l sapetr OVR o

AASIS Support Center, V3.0

9-91
November, 2005, Gwinnett Orr
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Program  Edit  Gotc

Help

1i0 eoe QHNE B0oHD EHE @

HRPA-Personnel Administration
ersion 3.0

B & Read from archive

Logged Changes in Infotype Data

Read documents from database

Long-term documen
[[]Shortterm documents

I«1D]

Gelection

Transaction class
@) Master data

(_Appl.data

A

Persannel number
Infotype

Zhanged an
Changed by

1498])

2. Select long term documents in the
read documents from archive section. |

el

Output aptions
[ Direct output of docs
[ Qutput program selections

[ Mew page p
[ Outputin AL

3. Enter the personnel number.

Sort arder
@ Tine ) Personngl no ) Infotype ) User

H [
[ U | 5_AHR_61016380 P2l sapetr | OVR 7

an

an

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

9-92

The Logged Changes in Infotype Data report is a log of changes made to
infotype records in employee master data. Three sections are available to
select they way you want the report to appear.

1. Read documents from database: Type of documents include:

* Long-term documents —sorted according to personnel number and
infotype. Long-term documents are used for revision. You can use these
documents to identify which employee changed, deleted or created data
records, and when.

» Short-term documents- sorted according to the date they were last edited.
Selection: Under selections, specify:

* Which employees are to be selected, in the Personnel number field

* which data the system is to evaluate, in the Infotype field

*  Whether a specific change date, or a certain interval period is to be
considered, in the Change on field

+  Whether you want to display the changes made by a specific user, in the
Changed by field
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Program Edit  Goto Help

@ I0 COe DHE DThAD BE @0

Logged Changes in Infotype Data
O S Beagiom archive |
Selection %
Transaction class . . 7
® waster oot © Al dat Oan 4. Click execute to display the
Report.
Farsonnel number 1498 to
Infotype 1o
Changed on 1o
Changed by 1o ﬁ
Qutput options
[[] Direct output of docs [ Mew page per doc.
[] Output program selections [] Output in ALY
Sort order . - .
S S —— e The output options section is
' optional. Sort Order will defaul
to time
Default currency ?

[adlell I I[[+]
[ 1> | 5_AHR_61016380 b2l sapetr | OVR 7

AASIS Support Center, V3.0

November, 2005, Gwinnett Orr 993

3. Output options-

* If you have selected Direct output of documents, the documents are
displayed and details on the changes made in an infotype.

+ If you selected New page per doc., each document is printed on a separate
page.

» Output Program Selections — N/A

* Outputin ALV — N/A

4. Sort Order- If you set one of the following indicators, the data is sorted in
accordance with the indicators.

* Time

» Personnel number
* Infotype

* User

Output Currency — N/A

Note: If you have not made any selections under Output options, the list
contains an overview of the documents.
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BldH @G EHE Do BEE @

Logged Changes in Infotype Data

& |8 Errors

Logged Changes in Infotype Data 1

141[+]

Long-term documents

Persho Infotype Date Time SgMo Changed by

OEAE14%g A& 0008 18/12/2004 13:06:23 8001 RCWRIGHT
0OA91408 40003  10/12/2004 13:06:23 @001 RCWRIGHT
OEaa1438 A © 18/12/2004 13:0%:04 8061 RCWRIGHT

5. Double click on the highlighted
Line. This will display IT-0001 Org
Assignment. ( see next screen)

I |5 _aHR_f1016380 b2 sapetr OVR o

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

Note: No selection output was chosen. List contains an overview of the
documents.
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CEG BRE BDOD EE @

Logged Changes in Infotype Data

1«00

Persio 00081498

Infotype A 0008 Aotions

Changed by RCWRIGHT

Date 10/12/2004 Time 13:06:28 Seq. no. oeot
Subty Obj Lck Fraom Tao No 0d record changed Action
Field name 01d field Hew field

o7/18/2004 12/31/9939 Qoo
*Act reason
*Action
*Cus. -spef.

a1
ZF

U |5 aHR_61016380 P2 | sapetr | OVR

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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Demonstration

=Run A Missing Infotype Report

Transaction Code: ZPYUSR0002_A

November, 2005, Gwinnett Orr

AASIS Support Center, V3.0 9-96

Note: The roles that have authorization to generate
this report are State/CLJ/Agency Personnel
Administration, State/CLJ/Agency Personnel
Management and State Org & Comp Specialist.
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HRPA-Personnel Administration

« DOE I CQa I DRR ADOo0 HE @

version 3.0

SAP Easy Access

= 3 Favorites

= {3 SAF menu

BE| = &8

ES1 - Materials Management-= Purchasing -» Purchase Requi
ES2 - Materials Management -= Purchasing -» Purchase Regui
EZ21M - Purchasing -= Purchase Order-= Create -= YendorfSup
ME41 - Purchasing -» RF @iQuotation -» Request for Guotation -=

I (3 office
P | Cross-Application Components
B [ Logistics

b (3 Accounting

b [ Human Resources

B 3 Information Systems

b (3 Tools

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

1. Enter the transaction code
ZPYUSRO0002_A, in the command
field.

- D[|SESSION MANAGER = sapetr | OvR

9-97
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version 3.0

@ DHE ST Lan IRE @m

Pre-Processing Infotype Check Report
O[] Ja(

| Further selections ” 5 Search helps H o2 Sort order

I4[¥]

Period

Today ) Currentyear

Up to today

Data Selection Period |
FPerson selection period

Other period .
2. Enter the period

Payroll period

Selection
Personnel numhber
Employment status
Company Code
Payroll area
Pers.arealsubareaicost cente
Employee groupfsubgroup

3. Enter personnel number (s)
and personnel area.

| Select Infotypes ta check
| [] mono1 [] Imoooz [ mooos

mooo7

[41[¥]

I L[]

[l

1 | zPvUsRO002_A PE | sapetr OVR 7

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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am  Edit G

HRPA-Personnel Administration
version 3.0

Pre-Processing Infotype Check Report

@3

) Up ta today 5. Execute
() Other periad

Data Selection Period 1500
Ferson selection period

Fayroll period

1410]

Selection

Personnel number

Employment status

Zompany Code

Payrall area ia
Pers area/subarea/cost cente

Employee group/subgroup

4. Select the Infotype to check.

Select Infotypes to check /
[ 1mooat

[]Imooo2 []IToo06
ITO00& IT000a [1iTo105
[J1moz08 []rmozo9 []ioz10

[l

ITO007
[]1T0z07

<0l

I I[[+]

b | zrvusro002_A PEl | sapetr OVR

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr
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Edit

Goto

3 aH @@ DHEe ahan BHE @0
Pre-Processing Infotype Check Report

HRPA-Personnel Administration

version 3.0

Program. ZPYUSROOBZ_A Arkansas Administrative Statewide Information System Date: L=
User GLORR Pre-Processing Infotype Check Time [l
Page: 1 System

Employee Mumher:QEE01508

Df45 HLOB 999-19-3002 AWGELA LINDASUE ITEBEOY TIME MAMAGMEMT STATUS WOT 1 OR 8

ITHEOE AMWUAL SALMRY IS5 MISSING
1TEE0E WAGE TYFE MISSING
ITEE0E WAGE AMOUNT MISSING
1TEE03 INFOTYPE IS MISSING

i

i

[l I

I | zFvUsR0002_a b2l sapetr OVR o

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

9-100

This report shows the infotypes that are missing.
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Questions and Answers

AASIS Support Center, V3.0
November, 2005, Gwinnett Orr

HRPA-Personnel Administration
version 3.0
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